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APPLICATIONS & PERMITS  
WITH CITIZENSERVE  
Town of Summerville 

1. Accessing CitizenServe 

 To access CitizenServe, you will need access to a computer or tablet with internet connection. 

Note: If you are unable to access a computer or tablet there are tablets available for use in our Town Hall building at 200 N. 

Main Street 

Use the following steps to access CitizenServe 

¶ Using the web browser of your choice, access https://www.summervillesc.gov/ and click the icon pictured below: 

 

¶ On the next page, you will see the text shown below, and will need to click on “CitizenServe Portal” 

 

¶ Once on the CitizenServe Portal homepage, you will need to create an account by clicking ñMy Accountò at the top 

right of the screen as shown below: 

 

¶ You will then be prompted to log-in, but you must first create your account by clicking ñRegister Now” as shown below: 

 

https://www.summervillesc.gov/
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¶ You will then be prompted with a series of questions you will need to fill out, or select an option from the ñRegistration 

Type:ò dropdown as shown below.  Please be advised that if you choose Anonymous as your Registration Type, 

you will not be able to apply for any permits.  The only thing that anonymous allows you to do is submit a code 

enforcement complaint. 

 It is important to note that any time a red line appears next to something that it is a required part of your submittal. 

¶  

 

¶  

¶ Once you have filled in your information, you will need to create a username and a password before submitting to create 

your CitizenServe account. 
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¶ Once you hit submit, if everything has been properly filled out and accepted you will receive a notification window as 

shown below: 

 

¶ Click ñOKò and you will be taken to your account homepage which should appear as shown below: 
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2. Applying for a project 

 If you have questions about what project or permit type you need to apply for and what is required at the time of submittal, 

please contact the Planning Department before submitting your application 

 

¶ For Planning, Zoning & Engineering projects you will click on the ñGo to Applicationsò link under “Online Servicesò 

as shown below: 

 

¶ If you are ready to submit, you will click the ñApply Nowò link under option 4 as shown below: 

 

¶ On this page, you will select your project type and sub-project type from dropdown tabs, and be prompted for address and 

project description information 

 It is important to note that any time a red line appears next to something that it is a required part of your submittal. 
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3. Important Information/Submitting Your Application 

 If you are unsure if the location of work is in the Town of Summervilleôs limits, please contact the Planning office at   

843.851.4214 

¶ If you have confirmed your project is within Town limits and your address does not populate upon entering it and clicking 

“Find Address”, you will receive the prompt pictured below: 

 

¶ Select “Use This Address” and complete the rest of the application. 

¶ At the bottom of the application page you will see an acknowledgment (shown below) that the applicant must sign and 

print their name: 

 

¶ Click ñSign Here”, and the window shown below will populate: 

 

 



 

6 

¶ Using your cursor, you will sign and click “Saveò 

  

¶ You will then need to type in your name, in the “Print Name” field (shown below), and upload a photo of a letter or email 

from the homeowner stating that they have approved the proposed work. To upload you will click “Select File.ò  Once 

this is done, you will click submit to submit the application.  If there is a fee associated with the application, the payment 

screen will come up once the application is submitted.  Any required fees must be paid before an application is reviewed. 

 This file must be a JPG or PNG fileðany other file type will not upload, and you will not be able to complete the 

application. If you are the homeowner, simply write a statement that you are the property owner of said address and you are 

applying on your own behalf, sign the statement and take a picture of it, and upload it by clicking ñSelect Fileò next to home 

 

¶ During the application process, if you need to save the application and complete it later you will click ñSave For Laterò as 

shown above. You will then see the window shown below populate: 

 

¶ You will click ñOKò and be taken to the page shown below. This is where you can access your application to complete it if 

you do not close the browser. 

¶ If you close out of the browser you will be able to access your project by logging back in to CitizenServe—or if you are on 

the home page, click ñMy Accountò at the top right of the page shown below: 
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¶ Once on the ñMy Accountò page, you will then click on ñView my requestsò on the left-hand side of the page, as shown 

below:  

 

¶ You will then be taken to the “My Requestsò page, (shown below). Here you can access any applications you have 

submitted to the Town by selecting the ñView Myò dropdown tab. You will be able to access status, fees and other 

permit information from this page. 

 Projects will be organized by type. For example, Zoning permits will fall under ñView My Planning/Engineeringò while 

Building permits will fall under ñView My Permitsò. 

 

 

 


